RG104 E-1 Box 123 Dec 1880 a c sr My 
r. ~ Veen tH! Oe Ce he 
% © - 
= 





BUREAU O 


Washington, g Ye AM er Ea Ys §: GC 
f 









V4 ; 
A Yj A 
AS) LYUIP A 12 ONAN Get EL OPI te BOCA LL 7 C7 
‘p fe = _ " . fo a onememneinne aii —— —— - ee —_—_ -—— me 
(/ + ° ’ pp GZ Mi , Y 
ALLA L ee he A-/CtLé 7 AL OZ CO LLE | EA LLCO PC ya BO AAt0 7CCA G + 17 — = 
ilo ita [7 eee, q , ie “2 
AP EOO (NE A CLHEALG “FPL COMAAEAALM Mae CLITA BS AD—ZAZCTALEA EE é 
eo y 
V4 J : YL t po 


wee: Efe : 4 
LZ ATE VY COCEELIOCLC ES 
“ mASz = ee 
rer 


RG104 E-1°Box 123 Dec 1880 ‘“ 


’ 








J 


S% 


RG104 E-1 Box 123 Dec 18 


: - ’ “ 
ifevian . - hk 3 see fe wo eee 
ee ee me FO pone tere meer og Bi 





NN SOSSSSSES 
ced 
) 


~ 
. 


“ ‘ \ 5 S NO 4G SERS * 
‘ “ SE b. | 


. 


7 


o 





RG104 E-1 Box 123 Dec 1880 


CIRCULAR RELATING TO REQUISITIONS FOR BOOKS AND BLANKS, AND 
STATIONERY. 


1876. 


Cal 4 ‘ + 4 >| |e y ty 49 4F 44 d 
Sc Greaaurp Aepartment, 
Washunglon, ®. G., DecemteP IP, IE 76. 











Books AND BLANKS. 


I. Requisitions from Customs Officers for forms contained in the Catalogue, No. 995, (edition of 1877,) 
should be made upon Form 996, and addressed to the Secretary of the Treasury. 

(6.) Nothing should be asked for in such requisitions except the forms enumerated in the Catalogue. 

(e.) The Catalogue number and title only need be given. 

(d.) The numbers should ran progressively, and be given in figures. 

(e.) When a less number than 100 of any blank is desired, it should be ordered in quantities of 5, 10, 
20, 25, 50, or 75. 

(/-) When a form cannot be indicated by the Catalogue, a copy (if a blank) or a leaf (if a book) should 
be forwarded. 

_ Il. Officers will order as follows: 
Weekly. 


Collectors of Customs at New York, Boston, Philadelphia, Baltimore, San Francisco, and New Orleans. 


Monthly. 
Naval Officers, Surveyors, and Appraisers at above-named ports. 


Semi-annually. 


All chief officers of the customs not named above; Assistant Treasurers, National-Bank Deposita- 
ries, Inspectors of Steam- -Vessels, Surgeons of the Marine: Hospital Service, Officers of the Revenue Marine, 
and Superintendents of Life-Saving Stations. 

Annually. 

Receivers of Public Moneys. 

ILI. Semi-annual requisitions should be dated to take effect from January 1 or July 1, and should 
state that they are for the six months ending June 30 or December 31. Should forms be needed during a 
preceding December or June, the regular half-yearly requisitions may then be made, the object being to 
limit requisitions to two per year. 

- (8.) Cashiers of National-Bank Depositories should order Form No. 1 (“ Certificates of Deposit”) at least 
one month before needed for use. 

IV. When blank steamboat-inspection certificates are required by officers ot the customs, they should 
not be ordered upon the same sheet of Form 996 with customs forms, but upon a separate and distinct 
sheet of said form. 

V. Officers who are required to send moneys by express for deposit with United States Depositaries, 
will be supplied with books of receipts and way-bills by nS proper requisitions therefor on the Secre- 
tary of the Treasury. 

VI. Officers are particularly enjoined, in making requisitions, to use the prescribed forms, to ask only 
for those books and blanks actually needed, and to conform as strictly as possible to the provisions of 
Sections II and Ili, as to time, &c. In all special requisitions there should be an explanatory note in 


margin stating the necessity. 
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VII. Requisitions must be properly briefed .the name ot chief officer, and not that of deputy or 
assistant, being given) before transmittal; and letters of notification of transmission of forms must be 
signed, briefed, and promptly returned, as eosipits: to the Department. 

VIII. Chief officers of the customs will keep physicians in charge of marine patients supplied with the 
necessary blank forms. Promptness in forwarding supplies to physicians, when received from the Depart- 
menu, is especially enjoined upon such officers. 

IX. Articles of Stationery must not be included in AES tus for blank forms, nor should blank forms 
be ordered in Stationery requisitions. 

STATIONERY. 
The following regulations must be observed in making requisitions for Stationery: 
X. Officers will order as follows: 
Monthly. 
Officers of the customs at New York. 
Quarterly. 


Officers of the customs at Boston, Philadelphia, Baltimore, New Orleans, and San Francisco. 


Semi-annually, (January 1 and July 1.) 


Officers of the customs at all ports not named above; Assistant Treasurers, Designated Depositaries, 
Collectors of Internal Revenue, Treasury Special Agents, U. S. Mint and Assay Officers, Officers of the 
Revenue Marine, Superintendents of Life-Saving Stations, Light-House Inspectors and Engineers, and 
Surgeons and Assistant Surgeons of Marine-Hospital Service. 


Annually, (Jaly 1.) 
Supervising and Local Inspectors of Steamboats. 


XI. A full year’s supply of ink and mucilage should be ordered by all officers on their July requisi- 
tions, as they cannot be shipped with safety during the winter months. 

XII. Officers will forward with their July requisitions inventories of the supplies on hand at the time 
of making said requisitions. 

XIII. In order to give ample time for the printing of paper and envelopes, requisitions calling for these 
items should be forwarded at least one month before they are needed for use. 

XIV. When samples are enclosed in requisitions, they should be attached BE OROLO; to pereu their 
being lost in the opening and distribution of the mail. 

XV. Books, blank forms, Department circulars, synopses of ee feder scales, Donia ae 
and office furniture, should not be included in requisitions for Stationery. 

XVI. When Stationery or books and blanks are forwarded by express, the iainces thereon are invaria- 
bly prepaid; but, on all shipments by freight, the charges are to be paid by the ofticer receiving the goods, 
who will forward the receipts, as vouchers, with his account of contingent expenses, (except in the case of 
Customs Officers, who will first forward the freight-bills, with a request for authority to pay the same.) 
As an arrangement has recently been made with the Quartermaster’s Department to transport all freight 
to points west of Chicago, this section is, in case of freight so shipped, inoperative, as bills for the same 
are rendered by the Quartermaster General to, and are paid by, this Department. 

XVI. All rules and regulations heretofore issued, which eorulich with the provisions of this Circular, 


are hereby rescinded. 





oe se os Secretary. 
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[Abstract:] Enclosing Secretary’s circular #151, in regard to Requisitions for Stationery... 1373 


Circular Letter. 
Treasury Department, 
Bureau of the Mint, 
Washington, D.C., 
December 29, 1880 


Sir: 


Your attention is directed to Circular #151, of the Secretary of the Treasury, enclosed 
herewith in relation to requisitions for Stationery. As a multiplicity of requisitions tends to 
interfere with the more important business of this Office you will hereafter please make semi- 
annual requisitions, in accordance with the provisions of the circular referred to, for such 
supplies as you may need for the ensuing six months, and care will be taken to make them as full 
as practicable that the supply may last the full time. 


Should, however, the supply of any particular article, for which you shall have made 
requisition, become exhausted before the close of that period, by an unusual and unforeseen 
demand, you may purchase a sufficient quantity thereof to last until the requisition for the next 
six months can be filled. 


Such officers as have not yet sent in requisitions for the six months commencing with the 
1st proximo will do so at as early a date as practicable. 


These requisitions must be forwarded through this office for examination and approval. 


Very respectfully, 
Horatio C. Burchard 
Director. 


A. Loudon Snowden, Esq. 
Supt. U.S. Mint 
Philadelphia, Pa. 
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Circular relating to requisitions for books and blanks, and stationery. 
1876. 
Department No. 151. 
Secretary’s Office. 
Treasury Department, 
Washington, D.C., 
December 15, 1876 
Books and Blanks. 
I. Requisitions from Customs Officers for forms contained in the Catalogue, No. 995, 
(edition of 1877,) should be made upon Form 996, and addressed to the Secretary of the 


Treasury. 


(b.) Nothing should be asked for in such requisitions except the forms enumerated in the 
Catalogue. 


(c.) The Catalogue number and title only need be given. 
(d.) The numbers should run progressively, and be given in figures. 


(e.) When a less number than 100 of any blank is desired, it should be ordered in 
quantities of 5, 10, 20, 25, 50, or 75. 


(f.) When a form cannot be indicated by the Catalogue, a copy (if a blank) or a leaf (if a 
book) should be forwarded. 


Il. Officers will order as follows: 
Weekly. 


Collectors of Customs at New York, Boston, Philadelphia, Baltimore, San Francisco, and 
New Orleans. 


Monthly. 

Naval Officers, Surveyors, and Appraisers at above-named ports. 

Semi-annually. 

All chief officers of the customs not named above; Assistant Treasurers, National-Bank 


Depositories, Inspectors of Steam-Vessels, Surgeons of the Marine-Hospital Service, Officers of 
the Revenue Marine, and Superintendents of Life-Saving Stations. 
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Annually. 
Receivers of Public Moneys. 


If. Semi-annual requisitions should be dated to take effect from January 1 or July 1, and 
should state that they are for the six months ending June 30 or December 31. Should forms be 
needed during a preceding December or June, the regular half-yearly requisitions may then be 
made, the object being to limit requisitions to two per year. 


(b.) Cashiers of National-Bank Depositories should order Form No. 1 (“Certificates of 
Deposit’) at least on month before needed for use. 


IV. When blank steamboat-inspection certificates are required by officers of the customs, 
they should not be ordered upon the same sheet of Form 996 with customs forms, but upon a 
separate and distinct sheet of said form. 


V. Officers who are required to send moneys by express for deposit with United States 
Depositaries, will be supplied with books of receipts and way-bills by making proper requisitions 
therefor on the Secretary of the Treasury. 

VI. Officers are particularly enjoined, in making requisitions, to use the prescribed forms, 
to ask only for those books and blanks actually needed, and to conform as strictly as possible to 
the provisions of Sections II and III, as to time, &c. In all special requisitions there should be an 
explanatory note in margin stating the necessity. 

VII. Requisitions must be properly briefed (the name of chief officer, and not that of 
deputy or assistant, being given) before transmittal; and letters of notification of transmission of 
forms must be signed, briefed, and promptly returned, as receipts, to the Department. 

VII. Chief officers of the customs will keep physicians in charge of marine patients 
supplied with the necessary blank forms. Promptness in forwarding supplies to physicians, when 


received from the Department, is especially enjoined upon such officers. 


IX. Articles of Stationery must not be included in requisitions for blank forms, nor should 
blank forms be ordered in Stationery requisitions. 


Stationery. 

The following regulations must be observed in making requisitions for Stationery. 
X. Officers will order as follows: 

Monthly. 


Officers of the customs at New York. 
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Quarterly. 


Officers of the customs at Boston, Philadelphia, Baltimore, New Orleans, and San 
Francisco. 


Semi-annually (January 1 and July 1.) 


Officers of the customs at all ports not named above; Assistant Treasurers, Designated 
Depositaries, Collectors of Internal Revenue, Treasury Special Agents, U.S. Mint and Assay 
Officer of the Revenue Marine, Superintendent of Life-Saving Stations, Light-House Inspectors 
and Engineers, and Surgeons and Assistant Surgeons of Marine-Hospital Service. 


Annually, (July 1.) 
Supervising and Local Inspectors of Steamboats. 


XI. A full year’s supply of ink and mucilage should be ordered by all officers on their 
July requisitions, as they cannot be shipped with safety during the winter months. 


XII. Officers will forward with their July requisitions inventories of the supplies on hand 
at the time of making said requisitions. 


XIII. In order to give ample time for the printing of paper and envelopes, requisitions 
calling for these items should be forwarded at least one month before they are needed for use. 


XIV. When samples are enclosed in requisitions, they should be attached thereto, to 
prevent their being lost in the opening and distribution of the mail. 


XV. Books, blank forms, Department circulars, synopses of decisions, letter scales, 
postage stamps, and office furniture, should not be included in requisitions for Stationery. 


XVI. When Stationery or books and blanks are forwarded by express, the charges thereon 
are invariably prepaid; but, on all shipments by freight, the charges are to be paid by the officer 
receiving the goods, who will forward the receipts, as vouchers, with his account of contingent 
expenses, (except in the case of Customs Officers, who will first forward the freight-bills, with a 
request for authority to pay the same.) As an arrangement has recently been made with the 
Quartermaster’s Department to transport all freight to points west of Chicago, this section is, in 
case of freight so shipped, inoperative, as bills for the same are rendered by the Quartermaster 
General to, and are paid by, this Department. 


XVII. All rules and regulations heretofore issued, which conflict with the provisions of 
this Circular, are hereby rescinded. 


John Sherman 
Secretary. 


